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Q&D - Office of Compliance & Enforcement - NPDES Compliance Unit Records 

Disposition Schedule 

purposes

3/31/2014

includes notices of 

12/31/2007

require 

or 

03/30/2007

version when no longer 

Destroy when no longer needed for 
administrative, legal, audit, or other 
operational purposes.

Close inactive records at end of year.

Destroy 5 years after file closure.

closure.

Close inactive records when access is 
terminated.

Destroy 7 years after file closure.
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Representative (COR)
Formerly called Project Officer (PO)

Formerly called 

10/31/2008

12/31/2010

available to the public for review and, often, 
public comment. Dockets may be related to the 

N1-412-04-4 

termination of the 

after final 

Close inactive records upon filing of final 
invoice or completion or termination of the 
task order or work assignment.

Destroy 6 years and 3 months after final 
payment for the overall contract.

upon issuance or 

Archives in 5 year 

-1235.50 or 
time.

Close inactive records upon decision to not 
publish or issue.

Destroy 10 years after file closure.

Close inactive records after publication of 
rule or close of docket.
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docket).

Regulatory dockets include records relating 
to the development of EPA regulations. 
Records may consist of Federal Register 
documents (e.g., advance notices of 
proposed rulemaking, proposed rules, final 
rules, and notices of availability), 
background documents (e.g., relevant 
technical documents and information, 
technical resource documents, guidance, 
manuals and directives, contractors' reports 
supporting the rulemaking, internal 
documents that provide necessary factual 
background, and trip reports), 
correspondence or meeting summaries 
(e.g., records of communications with 
outside parties containing relevant 
information, lists of participants and 
summary minutes of meetings with external 
groups, and summaries of telephone 
conversations containing relevant 
information), public hearing transcripts and 
lists of speakers/attendees, public 
comments submitted to EPA and responses 
to public comments documents, supporting 
materials for administrative requirements 
(e.g., materials relating to the Regulatory 
Flexibility Act, Executive Order 12866, and 
other relevant statutes, orders, and 
policies), and any other material deemed 
appropriate by the program office.

General dockets contain documents made 
available for public review and, often, 
comments that may not be related to EPA's 
regulations. Dockets may be established for 
an array of non-rulemaking actions. They 
contain materials relating to actions on 
which EPA is required to solicit comment 
such as proposed collections of information 
under the Paperwork Reduction Act, 
proposed settlements and agreements in 
litigation, draft permits, and various types 
of approvals for state and tribal programs. 
They may also contain materials EPA is 
making available for public inspection, but 
not soliciting comments.

Files include comprehensive indices of all 
materials placed in the Docket.

cases referred to Office of Regional Counsel or 
other offices with enforcement authority, for 
action against a pollution source or discharger. 
Includes correspondence, meeting 
documentation, inspections, field notebooks, 
evaluations, documentation of administrative 
actions including notices of violation, notices of 
deficiency, information requests, warning 
letters, administrative compliance orders, 
documentation of civil and criminal actions, 

Close inactive records upon settlement or 
closing of case.

Destroy 10 years after file closure.

Close inactive records upon settlement 
or closing of case.

Destroy 20 years after file closure.

12/31/2012

Close inactive records 5 years after last 
activity.

Destroy 5 years after file closure.
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documents including consent decrees, 
discovery requests, and notices of intent to 
sue.

- Electronic copy of records transferred to 
the National Archives
Includes cases as designated by the 
Regional Administrator's designee.

Transfer to the National Archives in 5 
year blocks 20 years after file closure. If 
record is microform, destroy paper after 
quality assurance is completed.

Close inactive records upon settlement 
or closing of case.

Transfer to the National Archives 5 
years after file closure, with any related 
documentation and external finding 
aids, as specified in 36 CFR 1235.44-
1235.50 or standards applicable at the 
time.

Close file upon transfer to the National 
Archives.

Delete after electronic record copy is 
successfully transferred to the National 
Archives.

Contains information used to monitor the 
environmental controls in use at installations 
and facilities operated by the federal 
government, including military installations. 
Monitoring includes all program areas. 
Records consist of correspondence with the 
facilities, survey reports showing inventory of 
pollution control equipment in use, discharge, 
and other factors.

05/31/2009

of 

2/28/2011

Close inactive records at end of year.

Destroy 5 years after file closure.

upon completion 

-

Close file upon transfer to the National 
Archives.
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and replies Includes requests involving no 
administrative actions, no policy decisions, 
and no special compilations or research, and 
requests for and transmittal of publications, 
photographs, and other information 
literature.

transmittals of inquiries and requests 
referred elsewhere for reply

02/01/2007

reports, 3/31/2014

materials

04/30/2012

upon completion 

Close inactive records upon completion 
of project.

Destroy 7 years after file closure.

Destroy 3 months after 
acknowledgment and referral.

Delete when 2 years old, or 2 years 
after the date of the last entry; 
whichever is applicable.

upon publication 

longer needed to 

Close inactive records after publication 
or when document becomes obsolete, 
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relating to 

and 

reported 

04/30/2008

Records relate to chemical analysis 
services performed to support the Agency's 
environmental programs. Includes analysis 
conducted through the Contract Laboratory 
Program (CLP), including sample results in 
the form of current files, purge files, and 
Sample Management Office (SMO) files. 
Regional lab records include in-house 
sampling. Supporting documentation 
includes document inventory form, data 
summaries, field sheets, chain of custody, 
data reports, analyst log books, sample 
logbooks, data sheets, correspondence, 
quality assurance and data validation files, 
quality control summaries, QC data logs 
and worksheets. Specific types of data 
packages will include Organic Routine 
Analytical Services (RAS), Inorganic RAS, 
Dioxin RAS, High Concentration (HC) and 
Special Analytical Services (SAS).

Excludes: Superfund site-specific 
sampling and analytical data files 
scheduled as EPA 018.

6/30/2009

c osu e

Close inactive records after 
publication or when document 
becomes obsolete, is superseded, or 
no longer needed to support program 
activities.

Destroy 2 years after file closure.

Close inactive records when 
corrective action is complete.

Destroy 10 years after file closure.

Close inactive records upon 
completion of sampling activity.

Destroy 10 years after file closure.
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01/31/2011

02/29/2008

inventories, 

03/30/2007

used by Agency personnel in planning, 
preparing, writing, arranging, and 
conducting training programs for EPA and 
non-EPA employees, including state and 
other federal agency personnel. Records 
consist of working files generated during 
training development phase, training 
workgroup meeting notes, 
correspondence, training participation 
surveys and rosters, instructional 
materials, manuals, and other training 
aids.

Excludes: Records for training 
administered by the Personnel 
program scheduled as EPA 571.

Includes training course plans and 
materials used for personnel and 
management training unrelated to the 
environmental missions of the Agency.

04/30/2012

est oy 5 yea s a te e c osu e

at end of year 

of year 

Archives 5 

external 

applicable at 

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.

Close inactive records at end of 
year.

Destroy 10 years after file closure.

Close inactive records after course 
or material is superseded.

Transfer to the National Archives 5 
years after file closure, with any 
related documentation and external 
finding aids, as specified in 36 CFR 
1235.44-1235.50 or standards 
applicable at the time.
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materials used for training in 
functions or activities related to the 
environmental goals of the Agency 
and its programs.

materials - Electronic. Includes 
training course plans and materials 
used for training in functions or 
activities related to the environmental 
goals of the Agency and its programs.

owned informational 

U.S.C. Section 

definition.
Records: Technical 

Publications, and 

02/12/2007

National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.

Close when obsolete, superseded 
or no longer needed for reference.

Destroy immediately after file 
closure.

Accessibility EPA Locator EPA Home

One EPA Workplace A-Z Index Region 10 Pacific 
Northwest (Internet)
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